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For Newer Versions of Microsoft Excel (2019 & 365)
Steps for Enabling Text Import Wizard

In newer versions of Excel (2019 & 365), the Text Import Wizard has been removed. Follow the steps below to add

this function back to your version.

1. Open blank Excel spreadsheet
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2. Click on File in the top horizontal menu
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3. Select Options from the menu on the next screen
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4. Select Data (In the newer versions the ‘Data’ option will be below the ‘Formulas’ options)
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5. Two sections will display Data Options and Show legacy data import wizards
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6. Inthe section Show legacy data import wizards check the box for From Text (Legacy)
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8. The Legacy Wizards can then be found in the Get Data menu
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Steps To Importing .csv or .txt File With Microsoft Excel
In order to edit a .csv or .txt file, the file must first be imported into Excel. Do Not OPEN a CSV or TXT file by
double clicking on the file. Once the corrections have been made, the file will need to be saved again as a CSV
(Comma Delimited) (*.csv).

Using Microsoft Excel 2007, 2010, 2013, 2016 and Newer With Text Import Wizard Option Added
NOTE: The steps below will work with the 2007-2016 Versions of Excel, and the newer versions of Excel if the
Text Import Wizard has been added using the steps above. The program may look and feel slightly different.

1. Open a blank Excel spreadsheet.
2. Select the Data tab from the top on the screen.
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3. Inthe Get External Data group, click From Text.
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Browse to find the file (.csv or .txt) and click the Import button.
Note: If the file does not appear; make sure All Files (*) is selected from the file drop down.

Import Text File *
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The Text Import Wizard will appear. The Delimited radial button is already selected. Click Next.

Text Import Wizard - Step 1 of 3 ? >

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
COriginal data type
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CI Fixed width - Fields are aligned in columns with spaces between each field.
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6. Check the Comma checkbox. The Tab box does not need to be deselected. Click Next.

NOTE: The data in the preview window should display in columns if the correct delimiter (tab or comma) is
selected.

Text Import Wizard - Step 2 of 3 ? et

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
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7. Select all of the data in the Data preview window by using the scroll bar underneath. Only the first column is
currently selected.

| This screen lets you select each column and set the Data Format.,
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8. Scroll to the very last column, click the SHIFT key on your keyboard and click on the last column. This will
select all of the data.

Text lImport Wizard - Step 3 of 3
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Change the data format to text by selecting the Text radial button. Click the Finish button. All columns should
have the Text heading.
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10. The Existing worksheet: can be left selected as the worksheet the data will be imported into Select OK.
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Saving the File After Making Corrections

Once the file has been imported into Excel, the data can be reviewed for accuracy, corrections can be made or records
can be deleted.

Follow the steps below to save the file as a .csv (comma separated value) when changes have been completed.

1. Click on File (in 2007 click on the “Office Button”) and choose Save As from the menu.

2. Within the Save As window choose the folder/location where the file will be saved.
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3. Click on the dropdown arrow at the end of the Save As Type option and choose CSV (comma delimited).

Excel Workbook (*lsx)
Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*xlsh)

Excel 97-2003 Workbook (*.xls)

XML Data (*xml)

Single File Web Page (*.mht*.mhtml])
Web Page (*.htm;*.html}

Excel Template (*xlt)

Excel Macro-Enabled Template (*.x/tm)
Excel 97-2003 Temnplate (*xlt)

Text (Tab delimited) (*.tet)

Unicode Text [*.het)

AML Spreadsheet 2003 (*xml)
Microsoft Excel 5.0/95 Workbook (*.xls)
CSV (Comma delimited) (*.csv)

Text (Macintosh) [*.tet)
Text (MS-DOS) (*.bt)
CSV (Macintosh) (*.csv)
CSV (MS-D0S) (*.csv)

4. Click Save.

File name: | 99-9999_Student_|D.csv -

Save as type: | C5V (Comma delimited) (*.csv) w

Authors:  Denise Schuyler Tags: Add atag

e —
A Hide Folders Tooks v swe |) cancel

5. Two warning messages from Excel will display.
a. This one when clicking the Save button in the above screenshot — Click Yes

Microsoft Excel *

o Some features in your workbook might be lost if you save it as C5V (Comma delimited].

Do you want to keep using that format?

( Yes Mo Help

b. This one when closing the file — Click Don’t Save because the file was just saved

Microsoft Excel >

1 Want to save your changes to
'09-9999 Student_|D.csv'?

Don't Save Cancel
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To Replace Column Headings With Numbers Instead of Letters (Optional):
Microsoft 2007: Click the Office button, then Options, then Formulas = R1C1 Reference Style

Microsoft 2010 and newer: Click the File Tab, then Options, then Formulas = R1C1 Reference Style

Excel Options ? x
General i - .
fJ'c Change options related to formula calculation, performance, and error handling.
Formulas
Praofing Calculation options
Save Workbook CalculationG Enable iterative calculation
Language ¢ Automatic Maximum Iterations: | 100
Automatic except for data tables .
Advanced i - Maximum Change:  (0.001
Manual
Customize Ribbon
Quick Access Toolbar . ’
Worki ith formulas
Add-ins
R1C1 reference style &
Trust Center +| Eormula AutoComplete G
+| Use table names in formulas
+| Uze GetPivotData functions for PivotTable references
Error Checking
| Enable background error checking
Reset lgnored Errors
Indicate errors using this color: & =4
Error checking rules
+| Cells containing formulas that result in an error G | Formulas which omit cells in a region &
+| Incongistent calculated column formula in tables G | Unlocked cells containing formulas
+| Cells containing years represented as 2 digits G Formulas referring to empty cells
+| Mumbers formatted as text or preceded by an apostrophe G | Data entered in a table is invalid &
| Formulas inconsistent with other formulas in the region G
oK Cancel




